Online Recruiting: Job Structure Fact Sheet

Family, Field and Occupation
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P

Jobs are organised by...
FAMILY FIELD OCCUPATION

A group of job fields in the A more specific occupational A specific type of position
same general occupational group. Similar skill set and within the job field.
area. work performed.

Academic Researcher Postdoctoral Fellow

Within the system always select an entry with all three levels defined. Entries will be visible with only
Family or Family > Field defined. Please select only those with:

Family > Field > Occupation

Job Family ‘ Job Field Occupation ‘

Academic Select

Academic Researcher Select
Academic Researcher Postdoctoral Fellow Select
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Candidate The benefits are...

Employment Preferences

Please specify your preferences such as the jo They can subscribe to job

to your professional interests. You can choose
You must selec at east one value inthe sectic [ (S AER=Tple RIS\ K- 101 (o) 3 i (e

Job Family
Job Family

Human Resources [=]
Jab Field
Professional Development E|

For the_
University
notification when any new

jobs arise in their family or The system can tailor many features

pddtoList | Reset field of interest. including available options, types of
Job Family Preferences correspondence and approvals

i based on family or field.

Add Locations

HR can report on trends by family,
Available Job Fields ﬁeld or OCCUpation.

» ‘ JobFied  ~ ‘ ‘E‘ ‘i‘ Job Family Job Field

Human Resources
Job Family A} N
Human Resources HR Adviser

EMESAIED Human Resources HR Adviser Human Resources Advisar |

Job Famdy -

’—HE\ Human Resources HR Adviser Remungration Adviser | select |
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The Impact of ‘User Group

Your User Group, which is assigned based on Division, informs which job families you see. For example,
someone in the Financial Services Division would not see the Academic Job Family.
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«oNe | Find the right option...

Continued from OVER
of these steps...
Select requisition template, if relevant

(‘ ( .X) i
‘Choose from the selection of templates below, fowﬁnrj recruited roles, or

1 'Use aTemplate B

Clicking the Selector button brings
up a list of any templates available

Recruiting Unit (Mumber and Name) - Please select only one recruiting unit. n you r DIVISlon o

Starting with a template speeds the
requisition process by pre-filling it with

some data, including the Job Family provous | [N | conce
structure. You can always edit as needed. =
* [ Organisation  ~ | [ [ R Posion Tile f
Templates are available for many key University A7 pemiistiion Assst Pesiction Aosistont Sekect
OSitiOnS en Agdministrator Generalist Administrator Select
p . Guicloillier en Assistant Research .. Assistant Research Felow Select
Job Code
Reference Manual: - en Dental Assistant Dental Assistant Select

For more detailed instruction on using the Selector button refer to Blue pg 4

Select the organisation-location-job field structure
‘Choose from the selection of templates below, for commonly recruited roles, or cick ®

2 Typing even a few characters of a
U se a KeyWO I’d 4 Keyword into the field brings up a

selection of possible matches.

If there are no appropriate templates Too Tty 1
available, move forward in the process and | e [E
use a keyword to find the Job Family.

Academic > Research

* Academic » Research » Assistant Research Felow Previeus Creste Cancel

For example, for a Postdoctoral Fellow, you Aeademc > Rosearoh » Postdocioral Felow
might try the keyword: Research Fosdem » Researcn » Researcn Acscens

Academic > Research and Teaching

Academic > Research and Teaching > Assistant Lecturer

Reference Manual: PR— NP — S——
For more detailed instruction on using keywords refer to Blue pg 5

3 U se a F| Iter lEl Clicking the Selector button brings
2dd Locatons up all Job Families, Fields and
Occupations. Add Filters from the

Alternatively, view all options relevant to Avallabie Job Felds (1)
your Division, then use Filters to further * [dobrea ][] (3 il
focus your search. sobs Famity A

Quick Filters

You can add filters at the Job Family, Field dob Famiy

drop down lists (1) or enter textin
scacenic A Quick Filters and Click the Refresh
button (2) to refine the list.

Academic

Academic

F
F
o Academic Re_.
or Occupation level as well as apply a basic .., (2) st Fesearh Rescarch pcacemic =
Keyword ﬁlter. ‘ - Academic Research and Teaching Select
Occupatiol Academic Research and Teaching Assistant Lecturer Select
A Academic Research and Teaching Research and Teaching Academic Select
Keyword Suppert Research Assistant Select
research Atademic Support Research Assistant Research Assistant Select
Reference Manual:

For more detailed instruction on using filters refer to Blue pg 4

“ﬁfl Take advantage of resources...

Use the webpage Ask a Question Give Us a Call
There is a webpage on the Locate the Ask a Question If you would like further support,
HR website where you section at the bottom of the contact us by phone or email.
can view all occupations Human Resources website.
grouped by Job Family. Phone: 479 8275
Enter... Email: yourcareer@otago.ac.nz

A link to the webpage is Your Contact information in mind o hel
located in the HR toolkit o i R incucicanalsoiele .

X TOPIC: Recruitment you create new templates to suit
under 'Other Useful d

— . your needs.

Tools' on the right hand Then add a question including a

sidebar. brief description of the position.


http://www.otago.ac.nz/humanresources/toolkit/recruiting/online-recruitment-system/otago081279.html



